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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is receiving and processing departnment
records and reports of activity. The incunmbent of this class
perfornms routine typing and filing duties, answers tel ephones,
and enters records into the departnment conputer, in addition to
entering information in departnent files and retrieving such
information as required. The enployee of this class perfornms
routine duties independently, and reports to and has work
reviewed by the Police Chief.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures; corrects errors in records and reports or returns
them for correction. Processes or files records according to

departnment procedures. Enters routine information into
departnment records. Fills out all forns or records required or
assigned to this position. Prepares purchase requisitions

according to departnent procedures.

Opens, sorts, and distributes incom ng nail for the departnment
or for the Chief's office as directed. Processes outgoing mail
and interdepartnental correspondence. Replies to any routine
correspondence or requests on own initiative follow ng
departnmental procedures or fromoral or witten directions by
t he Chi ef. Pl aces tel ephone calls for the Chief as directed.
Answers any tel ephone calls comng in on assigned |ines and
handles routine matters, or transfers caller follow ng
department procedures. Acts as receptionist for any visitors to
the Chief's office. Answers questions and handles routine
requests by visitors to the office.

Types letters, forms, nenos, statenments, formal reports, or any

ot her docunents assigned by the Chief. Proofreads typed
mat erial and corrects errors. Sets up filing system Files
correspondence, cards, forms, records, or reports. Retri eves

information or docunents fromthe files. Operates a conputer
termnal, copying machine, calculator, or adding machine to
enter or retrieve information.

Operates comuni cati ons equi pnment for short periods to relieve
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conmmuni cati ons officers.
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QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Louisiana.

After offer of enploynment, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must present a certificate verifying the ability to type forty
(40) words per m nute.

Must have and maintain a valid Louisiana Driver's License.
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